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FA processes to set up Site and Create Financial Framework

FASTDATA is composed of two different modules: one for the Fund
Administrator ("FA") and the other for the Site.

The FA has control of the money and can spread this money out to many different
Sites so that each Site can create the documents to obligate the money within the
constraints of the amount that the FA exports to them.

This procedure provides the steps necessary for a FASTDATA  FA to initiate one
or more Sites under the FA.

First of all, the FA must have FA security access for Users, Sites, Funds, Job
Orders, and Export in order to perform these processes.

FA software is installed.
Using FA software:

Add Site(s)
Add Site User ID’s
Add Serial Number Ranges
Add Responsibility Centers
Add OPTARs
Add Authorizations
Add Job Order Numbers (JONs)
Associate OPTARs to Site
Export Site Data to Site
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Add a Site

You can add, duplicate, and delete sites from both the FA Maintenance window
Sites tab and the Site Maintenance window.  Refer to the FA User Manual Chapter
6 for detailed information on adding, duplicating, modifying, and deleting sites.
You may also select the New Site window’s Help button to obtain Cue Card
information, shown at right below.
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Add  Site User ID’s and accesses

Click Process / Users
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Add Serial Ranges

After the FA establishes a Site, the FA can add  serial ranges for that site to use.
Open the Site Maintenance window, select the desired site, and select the Serial
Ranges tab.

Select the Add button.
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Select the Help button for more information about Serial Ranges
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Enter data via the Serial Range window for the Serial Range being added.

After entering data required for Serial Range, click on Save button.

Note message "Serial range was successfully saved"

Click on the Close button.
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Add a Responsibility Center

Click on Process / FA / Responsibility Centers tab.

Click on the Add button.
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Enter data required by the New Responsibility Center window.

Make the proper selection from the dropdown boxes available for System Code,
Budget Sys, PAA Type, CC Type, and Transfer Agency.

Click on the Save button.
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Note message "Responsibility Center SS was successfully saved"

When through adding New Responsibility Centers, click on "X" at upper right of
The "New Responsibility Centers" window to close it.
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Add an OPTAR

First, make sure that the Active RC at the bottom right corner of the window is
showing the proper RC.  If it is not, change the RC by selecting Process / Change
FY/QTR/RC.

Use the Responsibility Center dropdown box to select the proper RC, then select
the "OK" button.
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Once the proper RC has been selected, continue to add an OPTAR by selecting
Process / FA / OPTAR’s tab.

Click on the Add button.
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Enter data required by the New OPTAR window similar to the following:

Ensure that you checkmark "Check for Funds:" so that funding may not be
exceeded.

Click on the New OPTAR window’s Save button.

Select Yes or No button on Address Book Update window depending upon
whether you want to save the holder’s new address.

Click on the New OPTAR window’s Close button.
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Add an Authorization

Click on Process / FA  / Authorizations tab

Select the Add button
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Enter data required by New Authorization window.  Ensure that you select the
proper OPTAR for this Authorization.

Select the Save button.

Note the message "Authorization AUTHID was successfully saved".
(not shown in this example)

Select Close button.
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Add a Job Order Number

Click on Process / FA  / Job Order Numbers tab.

Select the Add button.
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Enter data required by New Job Order Number window under each applicable
tab.  Ensure that you select the proper OPTAR and Other or Labor Authorization.

Click on the Save button.

You’ll get a message "Job Order …… was successfully saved."

Click the Close button.
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Associate OPTAR to Site

Use this process if you did not enter a Site Code on the OPTAR when it was
created.  This process can also be used to unassign and reassign the OPTAR’s to
Sites.
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Export Financial Framework to Site

Select Export / Site Data
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Enter data required by Export Site window.

Use dropdown box to select the Site you want to send to.

Enter the location you want the exported file to go to.

Select data you want to export to the Site by checking the boxes.

Click the Export button.
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Because you chose to export Site Install (or Site Menu Update), you will get the
following window:

Select or unselect document types.

Click on the OK button.
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SITE Processes

Site software is installed.

The software version you are using is provided on the Login Screen.  The example
below shows that FASTDATA Site version 00-2 Software is in use.
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Cue Cards

To turn Cue Cards OFF, click on Help, then click on Cue Cards to remove the
checkmark.

To turn Cue Cards back ON, click on Help, then click on Cue Cards to replace the
checkmark.
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Using Site software:

Import Financial Framework from FA

Select Utilities  /  Import Comptroller Data
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Select Browse
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If you selected Browse, you get the Select Path window:

In this case, highlight "SITE1" and click the Select Path window OK button.

Click the Select a Folder window OK button.
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MPX files are new with release 00-2 software.
I received the following message when I tried to import into a Site for which
the FA has not done an export.


